YEU CAU VOI SINH VIEN VE CAC NOI DUNG PHAI PAT PUQC
SAU KHI HOAN THANH MON HOQC TIN HQC CO SO 1

- Phan soan thao van ban (Writer):
+ Biét cach dinh dang trang: A4 + Can chinh 1€ trang in;
+ Biét cach dinh dang khoi: paragraph (dan dong, dat khoang cach trén dudi cho doan);
+ Dinh dang ki tw (character: font, size, style);
+ Biét cach dung bang: chén bang, an bang, gop/tach 6, hiéu tac dung cta bang;
+ Chen ki tw dac biét: chen ki ty vat li, toan, hoa;
+ Dung cong cu Draw dé vé cac hinh don gian, chén gach vao tiéu dé;
+ Biét cach goi cong cu soan thdo cong thitc toan hoc va tu soan thdo dwgc cac cong thiic,
phuong trinh & dang don gian, co ban.
+ Ki thudt dung TAB thuan thuc (khuyén khich).

- Phan lam viéc véi bang tinh (Cals):
+ Biét cach dinh dang s6 trong 6: hiéu cach bién doi ngén ngit sang tiéng Viét Nam, dinh
dang cho ngay thang, dgn vi tién té... theo ngon ngit tiéng Viét Nam;
+ Biét cach dinh dang bang: hién thi bang, can chinh trong bang (can gitta trén dudi,
ngang);
+ Hiéu va stt dung dwoc 1énh Print Preview (Page Preview, dinh dang trang triéc khi in);

+ Biét cach st dung cac ham co ban. Goi Function list.

- Phan soan thao bai trinh chiéu (Impress):
+ Biét chen trang, thay doi hinh nén cua trang (Master Page);
+ Biét chen hiéu &ng cho trang;
+ Biét cach chén bang va can chinh bang;
+ Biét cach gb cong thitc toan, vat li, héa hoc & mic d6 don gian (phéi dung Formula);
+ Chén hiéu tng cho doi tuwgng trén trang: toc do, kiéu hiéu &ng (xuat hién, bién mat, nhan

manh).

Luwu y: Cac ki nang trén la cac ki nang can thiét sinh vién phai c6 sau khi hoan thanh mé6n hoc.
DPiém thi cudi ki sé dugc quyét dinh dwa trén ki nang lam bai, thoi gian hoan thanh va cach
trinh bay bai thi trén may tinh.



